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VIRGINIA ABC LICENSING Permit Application Tutorial

NOTE: Screen shots can be accessed by clicking the links in the instructions. Additional steps not listed below are required for
certain banquet applications.

INSTRUCTIONS

Helpful TIPS:

e  For optimal performance when using the VAL system, we recommend Google Chrome or Microsoft Edge. Please
know that VAL is not compatible with Safari or mobile devices.

e If you are not sure which Permit you need to apply for, use the online Wizard. The Wizard will display the
recommended Permit, how long the application and ABC processing may take, and the list of required documents.

e You should tab in and out of formatted fields such as FEIN, social security numbers, phone numbers and date of
birth to avoid getting an error message. The dashes must be entered in the social security field.

e FEIN number is mandatory when applying for a license or a permit.

e  Fields with asterisks are required. Any field that has a question mark inside a circle gives additional information
about that field.

e Some screens require you to scroll down to continue the application.

e If you do not have an account, refer to the “Create an Account” video tutorial.

1. Loginto Account Central, then the Licensing system will be displayed.

2. Select Create>Create Application.

3. Click the checkbox to accept the General Disclaimer. Click Continue Application.

4. Click Permits then select the applicable radio button. Click Continue Application.

5. Enter required fields in the Address section of the Location Information>Business Location page. Click Continue

Application.

6. Click Add New in the Permittee section of the Contact Information>Contacts page.

7. Enter required fields for the applicant on the Contact Information page. Scroll down and click Add Contact Address.

8. Select Address Type>Mailing on the Contact Address Information page. Enter required fields for the applicant. Click

Save and Close, then click Continue.

9. Click Continue Application on the Contact Information>Contacts page.

10. Enter required fields on the Application Information>Permit Details page. Click Submit.

11. Click Add on the Supporting Documents>Attachments page.

12. Click Add on the File Upload page.

13. Navigate to the file and click Open to attach all required files. Click Continue.

14. Select Type and enter Description for all files on the Supporting Documents>Attachments page. Click Save then
Continue Application.

15. If desired, add Comments then click Continue Application.
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16. Review information on the Review page. Scroll down and check the certification checkbox, then click Continue
Application.

17. If a payment is not required, the application number is displayed. If a payment is required, continue with steps 18 —21.
18. Review Pay Fees page then click Check Out.

19. Click Checkout on the Cart page.

20. Click Proceed with Payment on the Payment page.

21. Enter Payment then click Submit Payment. The application number is displayed.

END OF WRITTEN INSTRUCTIONS
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SCREEN HELP

Create>Create Application

Home Search

There are no items in your You do not have any collections
shopping cart right now. right now.

Back to Instructions

General Disclaimer

Online Application

Welcome to Virginia ABC's Online Permitting System. Using this system you can submit
and update information, pay fees. schedule inspections, track the status of your
application, and print your final record all from the convenience of your home or
office, 24 hours a day.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the
General Disclaimer below before beginning your application.

General Disclaimer A
Virginia ABC provides the Web information contained herein as a service to

the public. While Virginia ABC attempts to maintain Web information that is
accurate and timely, Virginia ABC neither warrants nor makes representations

as to the functionality or condition of this Web site, its suitability for use,

freedom from interruptions or from computer virus, or non-infringement of
proprietary rights. Web materials have been compiled from a variety of v
sources and are subject to change without notice from Virginia ABC as a result

[] 1 have read and accepted the above terms.

Back to Instructions

Permits

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.
L

» Licenses

» Events

¥ Permits

Application
eration (COOP) Application

Back to Instructions

Questions? Call Customer Service (804) 213-4513. Email: ABC-PST@VirginiaABC.com
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Location Information>Business Location

Step 1:Location Information > Business Location

*indicates a required field

—Selct— v

Facility or Establishment Name

*City: *State *Zip:
County * Country:

Unted States

X Coordinate: Y Coordinate:
Continue

Application »

Address
* Street No. Direction:  * Street Name: *Street Type: Street Suffix.
Selecte ~Selact- v Select- ¥
Unit No. Unit # (end) Unit Type

Back to Instructions

Contact Information>Contacts

Home  Search Create

If you require more information regarding \irginia ABC, Please Click Here
Industrial Alcohol Application
4 Location 2 Contact 3 Application 4 Supporting
Information Information Information Documents

Step 2:Contact Information > Contacts

Permittee

Comments to the
5 Agency 6 7 8

*indicates a required field.

To add new contacts, click the Select from Account or Add New bufton. To edit a contact, click the Eit link

setecttrom Account | AcaNew |

Continue Application »

Save and resume later

Back to Instructions

Contact Information

Contact Information
* Individual/Organization: FEIN 7 * Preferred Method of Contact
—Select— - ~Select-- -
Organization Name * Primary Phone:
DBA/Trade Name: 3 Secondary Phone:
First Last SSN or ITIN Personal Phone:
*E-mait Driver's License Driver's License State:
Number:
State ID Number: State:
Birth Date: Gender.
D () Female Maie
Do you have a Virginia State
Corporation Commission Entity
ID Number?
QO Yes No

Back to Instructions

Questions? Call Customer Service (804) 213-4513. Email: ABC-PST@VirginiaABC.com
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Contact Address Information

Contact Address Information
Address Type:
--Select-- -
Street No: Direction: Street Name: * Street Type: Street Suffix
—Select- ¥ —-Select- ¥ —-Select-- ¥
Unit No Unit # (end): Unit Type:
--Select- ¥
City: = State:* ZIP Code:*
Country/Region:
United States ¥
Save and Close Save and Add Another m Discard Changes

Back to Instructions

Application Information>Permit Details

3 Locasen » Comao 3 A K aen 4 Boponeg § Commens 0T ¢ 7 N
WO TR T eormnon PiaTraat S unists AGerey
Step 3: Application Information » Permit Details
T e, o pmaee 0 weal

Industrial Alcohol Information

INDUS TRIAL ALCOMOL INFORMATION

* e you shanrng 1o rareport the P atrul slconol?
s ) o

“he et iritiem < lasailiond wn o U5 o niment sgeecy ieliponus anganis stemn o Vegeie gubile amveriy
You L) N

Alcohol Information

ALCOMNOL INFORMATION

Wewiny 0-0 i &

Frodect Mame Ascanal Ty

0 rocoees Sound

[Adiihow | - J Gdiselecnd J| Dot Sobacsed |

Back to Instructions

Supporting Documents>Attachments

Solcior Tasting Application

Contact Agpbeation Supponng Comments 1o e
1 2 o L 4 Documens SM' 6 Revew

Step 4: Supporting Documents >Attachments

Anachm:_:]g\g

* incicates & reguTed ekl

The musesam '.:g— whowed 0 16 M
Pk, hutew st bl ace Enaliowed fSe hypes 10 Lpioed

Masne Type are Lwtem Upde Action

No records found

e

Continue Application »

Back to Instructions

Questions? Call Customer Service (804) 213-4513. Email: ABC-PST@VirginiaABC.com
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File Upload

The maximum file size allowed is 16 MB.
htmt htm; mht; mhtmi are disallowed file types to upload

Cancel

File Upload x

Back to Instructions

Supporting Documents>Type and Description

Attachment

*indicates a required field

The maximum file size aliowed s 16 MB.
htmi; htm; mht; mhtml are disallowed file types to upload.

Name Type Size. LatestUpdate  Action

No records found.

“Type:
~Select—- -
File:

attachment docx
100%

* Description:

Also Attach To

Select-

3 e I T

Remove

Back to Instructions

Review
R e )
P aSe— .2;:—"'" (e 7 P P § P e
Step 6 Review
Record Type

e

Acdress =3
—

Permittee =3
P p——

© e s St cantet

Coract List =

Back to Instructions

Questions? Call Customer Service (804) 213-4513

. Email: ABC-PST@VirginiaABC.com
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Pay Fees

Home  Search  Create

Collections (0) ™ Cart(4) Account Management Logout

If you require more information regarding Virginia ABC, Please Click Here B

Banquet Application

Supporting ‘Comments for N
A | & |3 4 Documents 5 the Agency 6 Review 7 Pay Fees 8 Record Issuance

Step 7:Pay Fees

Listed below are the fees due based upon the information you've entered. Some fees are pro-rated and will result in a reduced amount
being charged. The following screen will display your total fees.

Application Fees

Fees Calculation Amount
Application Fee - Banquet Event 1 $15.00
Banquet Event License Fee 1 $40.00

TOTAL FEES: $55.00
If you have questions regarding the fees, please contact your Regional ABC Office.

Back to Instructions

Cart
Cart
Payment Receipt/Record
1 Select item to pay 2 information 3 jssuance

Step 1:Select item to pay
Please click on edit cart to save fees for later.

PAY NOW

555 main ST, Richmond VA 23220 United States
2 Application(s) | $195.00

Apply for a Privilege Total due: $0.00
20TMP-001375
»  Retail Specialty Establishment Application Total due: $195.00

20TMP-001382

No Address

2 Application(s) | $0.00
Business Entity Total due: $0.00
20TMP-001380
Individual Entity Total due: $0.00

20TMP-001381

Total amount to be paid: $195.00

Note: This does not include additional inspection fees which may be assessed later.

=

Back to Instructions

Payment

Sec

Amount 210.00 USD

PROCEED WITH PAYMENT

By placing this order, you are indicating you agree with our return and refund policy.
https://www.abc virginia.gov/stores/store-information/return-policy

Back to Instructions

Questions? Call Customer Service (804) 213-4513. Email: ABC-PST@VirginiaABC.com
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Submit Payment

Back to Instructions
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